SECTION 1V

COURSE DESCRIPTIONS



COURSE DESCRIPTIONS

RESIDENT COURSES:

Course Title: ADP Contracting Course
Priority: Recomended, Priority 3: NAF Contracting Oficer
Sponsor: U S. General Services Adm nistration

I nt eragency Training Center

Arlington, VA
Length: 1 week
Description: Course explains automated data processi ng (ADP) procurenent
procedures for equi pnent, software, supplies, and services, including a step-by-
step discussion of ADP acquisition. Students learn to evaluate systens with
regard to cost and other factors, calculate conversion costs; purchase from ADP
schedul es; and prepare the standard Request for Proposal (RFP)

Course Title: Airline Computer Reservation System (CRS) Course

Priority: Mandat ory, Priority 2: Leisure Travel Manager

Sponsor: Desi gnat ed CRS Vendor/ Regi onal Travel Contractors

Length: 1 week

Description: Provi des introduction to the use of the Primary CRS used by the

regi onal travel contractor to conduct business at the mlitary installation
Provides Contracting Oficer's Representatives (CORs) and Quality Assurance

Eval uators (QAEs) instruction in how to conduct random sanpling of transactions
on a real-tinme or daily basis, instructs personnel on how to mani pul ate the CRS
to conpare fares, pernits access to Passenger Nane Records (PNRs) of |eisure
travelers to ensure the contractor is honoring the | ow cost fare guarantee

Course Title: American Society of Travel Agents (ASTA) -
Correspondence Course

Priority: Recomended, Priority 3: Leisure Travel Manager
Sponsor: Anerican Society of Travel Agents
Al exandria, VA
Length: Sel f - paced
Description: Provi des a conprehensi ve background concerni ng the nodern

commercial travel industry, including transportation carriers and differences in
booki ng and scheduling for custoners; pricing nmethodol ogies currently enpl oyed

i ncludi ng exceptions fromnormal published rates; |aws, regul ations, and binding
tariffs; pronotion and narketing as they are applied to the international
national, and |ocal comercial travel nmarkets.
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Course Title: AMF Pinspotter Training School

Priority: Mandat ory, Priority 2: Bow ing Equi prent Repairer

Sponsor: AMF Bow i ng, Inc.

Length: 1 week

Description: Provi des students with a understanding for the 82-30, 82-70, and

82-90 pinspotters that includes preventive mai ntenance, record keepi ng, proper
adj ustnents, schematic reading, parts replacenent, and new enpl oyee training
Additionally, the course deals with machine wiring and swtches.

Course Title: Army Community Service Management Course

Priority: Mandat ory, Priority 2: New ACS O ficer

Sponsor: US. Arny Conmunity and Family Support Center, CFS
Training Center, Falls Church, VA

Length: 2 weeks

Description: Acquai nts students with the Arny phil osophy, policy, and procedure
necessary to function effectively as a new Arny Conmunity Service O ficer.

Topi cs covered include APF personnel and vol unteer nanagenent, APF financia
managenent, APF procurenment, internal adm nistration, marketing of social service
prograns, program planni ng, volunteer managenent, team buil ding, project

pl anni ng, and nobilization planning

Course Title: Army Installation Management

Priority: Recomended, Priority 3: Managers
Sponsor: U S. Arny Logistics Managenent Coll ege,
Fort Lee, VA
Length: 3 weeks
Description: Provi des intense study of the installation managenent process.

Exami nes organi zati onal structure and functional areas of responsibility.

Focuses on organi zati on and functions; comand and control; financial; norale,

wel fare, and recreation; nmanpower and force; facilities managenent; managenent

i nformati on systens; materiel support; and personnel services. Special attention
is given to current phil osophies and trends/chall enges facing the installation
manager .

Course Title: Army Management Staff College

Priority: Conpetitive Devel opnent: Key MAR Managers

Sponsor: Arny Managenent Staff College, Fort Belvoir, VA
Length: 14 weeks

Description: Instructs Arny |eaders in functional relation- ships,

phi | osophi es, and systens rel evant to the sustaining base environnent. The
sust ai ni ng base environnent includes Army functions such as resource nmanagenent,
personnel managenent, |ogistics nanagenent, and installation managenent and

i ncl udes TDA organi zations such as installation, major headquarters, depots,
research and devel opnent center, and nedical centers both in CONUS and overseas
The AMBC curricul um enphasi zes devel opnent of a broad-based perspective on how
the Arny runs.

Course Title: Bowling Managers®™ Training Course

Priority: Mandat ory, Priority 2: Bow ing Managers
Sponsor: US. Arny Conmunity and Family Support Center, CFS
Training Center, Falls Church, VA
Length: 2 weeks
Prerequisite: Conmmunity and Fam |y Support Mnagenent Course
Description: Course is designed to enhance the program know edge of bow ing

center managers and inprove their ability to operate in an increasingly
conpetitive environnent. Students will also be introduced to new technica
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advances and have the opportunity to exam ne state-of-the-art equi pnent.
Specific areas include internal controls, operating standards, financial and
personnel nmanagenent, safety, resale operations, marketing, advertising, and
pronotion

Course Title: Brunswick Maintenance School

Priority: Mandat ory, Priority 2: Bow ing Equi prent Repairer

Sponsor: Brunswi ck Bowling and Billiards Corp., Muskegon, |L

Length: 5 days to 2 weeks dependi ng on equi prent

Description: Brunswi ck' s Mai ntenance School offers courses on A-2 and GS-10 and

the AS-K, Source Control and Conmand Network automatic scorers and Bow er Vi sion

Cl asses stress preventive nmai ntenance that reduces repair costs and equi pment
downtine. Each course is a blend of theory and hands-on training; ideal for
servi ce or nmintenance person

Course Title: Budget Analysis Workshop

Sponsor: OPM Regional Training Centers
Length: 3 days
Description: Devel ops workl oad efficiency and effectiveness neasures for a

typical federal program identifies strengths and weaknesses of budget
justifications, conducts a nid-fiscal year financial review, and conments on the
financial inplications of audit findings.

Course Title: Budget Execution

Sponsor: OPM Regional Training Centers

Length: 1 week

Description: Covers "reformul ati on" of spending plans based on the
appropriation bill as passed by Congress. Topics cover sequence of events in

budget execution; inprovenents, recissions, and deferrals; reporting on budget
execution; Anti-deficiency Act; reprogramm ng of funds; decision-nmaking in budget
execution; following OMB Cr A-34; and witing a budget execution plan
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Course Title: Budget Formulation

Sponsor: OPM Regional Training Centers
Length: 1 week
Description: Teaches students to use proper budget termi nology to describe how

a federal agency develops its budget subm ssion, calculate fromraw data the
nunber needed for a budget submi ssion, conplete budget schedules in tune with OVB
Cr A-11, and rework budget schedules to keep current with Presidentia
directives.

Course Title: Budget Presentation and Justification

Priority: Mandat ory, Priority 2: Financial Managenent
Manager s
Sponsor: OPM Regional Training Centers
Length: 1 week
Description: Presents justifications, assenbling of technical support for

presentation, advocate funding, and personnel resource requirenents to Congress.

Course Title: Child Development Center Director"s Course

Priority: Mandat ory, Priority 2: CDC Director

Sponsor: US. Arny Conmunity and Family Support Center, CFS

Training Center, Falls Church, VA

Length: 2 weeks

Prerequisite: Community and Fam |y Support Mnagenent Course

Description: Course focuses on CDS regul atory requirenents, Arny specific child

care issues, personnel and staffing, and abuse/neglect. Qher topics addressed
i ncl ude records managenent (child records, individual educations plans, interna
controls, etc., assessnent of the devel opnment program and working wth other
instal | ati on program conponents.

Course Title: Child Development Services Education Program
Specialist Course

Priority: Mandat ory, Priority 2: CDS Educati on Program

Speci al i st

Sponsor: US. Arny Conmunity and Family Support Center, CFS

Training Center, Falls Church, VA

Length: 1 week

Description: Course focuses on devel opnent of skills necessary to fulfill the

responsi bilities of Education Program Specialist, a nandatory position by the
Mlitary Child Care Act (MCCA). Primary subjects include job responsibilities
and duties, regulatory requirenments, child growth and devel opnent,

devel opnental |y appropriate practices for young children, training techniques,
adult learning styles, teambuilding, Child Devel opnent Associate (CDA) Advisor
and Representative training, and tinme nmanagenent.
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Course Title: Club Management Operations Course

Priority: Mandatory, Priority 2: C ub Managers

Sponsor: US. Arny Conmunity and Family Support Center, CFS

Training Center, Falls Church, VA

Length: 4 weeks

Prerequisite: Conmmunity and Family Support Mnagenent Course

Description: Course focuses on mlitary club nmanagers, its strength is in the

fact that it enphasi zes the successful business practices of simlar activities
in the civilian sector and denpnstrates how they can be applied to situations
within the mlitary environnent.

Course Title: Community and Family Support Management Course

Priority: Mandatory, Priority 2: New MAR Managers, NAF
Managenent Trai nees, and APF Interns

Sponsor: U S. Arny Community and Fam |y Support Center,
CFS Training Center, Falls Church, VA

Length: 3 weeks

Description: Acquai nts students with the Arny phil osophy, policy, and procedure
necessary to function effectively as a new community and fam |y support activity
manager. Topics covered include APF/ NAF personnel managenent, APF/ NAF financia
managenent / anal ysi s, APF/ NAF procurenent, internal controls, marketing, ethics,
APF/ NAF 5-year Plan, tort, liabilities and insurance, communications, operations,
and st andar ds.

Course Title: Construction Contracts ($100K) Course

Priority: Recomended, Priority 3: NAF Contracting Oficer
Sponsor: US. Arny Conmunity and Famly Support Center, CFS
Training Center, Falls Church, VA

Length: 1 week

Prerequisite: Nonappropriated Fund Contracting Course (Advanced)
Nonappropri ated Fund Contracti ng Course (Basic)

Description: Cour se enphasi zes steps in the construction contract process from
the initial planning stages, through the specifications devel opnent, award and
nodi fication, to the admi nistration of the contract. Students will learn howto

critique performance and paynent bonds, conduct pre-construction conferences,
revi ew payroll records for |abor |aw conpliance, approve invoices for progress
paynents, determne the |level of inspection that is needed, and determ ne
appropriate renedies to correct poor performance. G aduates of this group of
$100k may be awarded a NAF Contracting Officer's Warrant ($100,000). Course
neets all requirenents for the equival ent APF contracting warrant.
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Course Title: Contract Administration ($100K) Course

Priority: Mandat ory, Priority 2: NAF Contracting Oficer
Sponsor: US. Arny Conmunity and Family Support Center, CFS
Training Center, Falls Church, VA

Length: 1 week

Prerequisite: Nonappropriated Fund Contracting Course (Advanced)
Nonappropri ated Fund Contracti ng Course (Basic)
Description: Provi des students with an in-depth understandi ng of contract
adm ni stration from postaward conferences through contract closeouts. Mjor
topics include authority and responsibilities of the contracting officer; genera
rules for interpreting specifications and statenent of work; day-to-day contract
adm ni stration (contract files, quality assurance, work planning and neasuring,
noni toring | abor conpliance, etc.); contract nodifications (exercising options
usi ng the changes cl ause, change orders, and docunentation, etc.); renedies and
term nations (nonconform ng supplies or services, |iquidated danages, warranties
and guarantees, fraud, gross nistakes, and |latent defects, etc.); clains,
di sputes, and appeal s; governnent renedies for false clains; and contract
closeout. G aduates of this course may be awarded a NAF Contracting Oficer's
Warrant ($100,000). Course neets all requirenents for the equival ent APF
contracting warrant.

Course Title: Contract Law ($100K) Course

Priority: Mandat ory, Priority 2: NAF Contracting O ficer
Sponsor: US. Arny Conmunity and Family Support Center, CFS
Training Center, Falls Church, VA

Length: 1 week

Prerequisite: Nonappropriated Fund Contracting Course (Advanced)

Nonappropri ated Fund Contracti ng Course (Basic)

Description: Provi des students with a full range of |egal issues that
frequently arise in federal contracting and sets out the principles that nust be
understood to ensure that all contracting actions are in accord with the |aw,
regul ations, and | egal precedents. Major topics include, general principles of
governnent contract |law, funding of federal contracts; contract formation issues;
chal | enges by unsuccessful offerors or bidders; soci oeconom ¢ policies; postaward
| egal considerations; |egal concerns in termnations; and other |ega
consi derations. Enphasis is placed on actual cases fromthe Conptroller Ceneral
the Boards, and the Courts to illustrate the principles covered. G aduates of
this course may be awarded a NAF Contracting Oficer's Warrant ($100, 000).
Course neets all requirenents for the equival ent APF contracting warrant.
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Course Title: Contract Negotiation ($100K) Course

Priority: Mandat ory, Priority 2: NAF Contracting Oficer
and Information Services Oficer
Sponsor: US. Arny Conmunity and Family Support Center, CFS
Training Center, Falls Church, VA
Length: 1 week

Prerequisite: Nonappropriated Fund Contracting Course (Advanced)

Nonappropri ated Fund Contracti ng Course (Basic)

Description: Provi des students with know edge of the steps involved in
contracting by negotiation in accordance with the FAR  Mjor topics include the
negoti ated contracting process (issues and responsibilities, source of authority,
avoiding conflicts of interest, etc.); special consideration (approvals for using
other than full and open conpetition, etc.); the

pre-solicitation process (advance and i ndivi dual acquisition plans, purchase
request purpose and content, analyzing the requirenents, etc.); the solicitation
phase (types of determnations and findings, small business set-aside,
publicizing the procurenent, etc.); the evaluation and negoti ati on phase (roles
of the contracting officer and program officials, conducting technica
eval uati ons, establishing

pre-negoti ati on objectives, use of audits, etc.); and the selection and award
phase (basis for selection, conducting

pre-award surveys, making award decisions, etc.). Gaduates of this course may
be awarded a NAF Contracting Officer's Warrant ($100,000). Course neets al

requi renents for the equival ent APF contracting warrant.

Course Title: Contracting for Architect/Engineer Services Course
Priority: Recomended, Priority 3: NAF Contracting O ficer
Sponsor: U S. General Services Adm nistration

I nteragency Training Center

Arlington, VA
Length: 1 week
Description: Provi des contracting officers involved in contracting for AE
services a focus on the concepts about A/E services acquisitions and on the
application of the "traditional" Federal Acquisition Rule, outlined in FAR 15.6
and Subpart 36.6 versus nmjor provisions of the Brooks Act. Explanation of the
Act's nonconpetitive pricing process and the truth in negotiations requirenents
is provided. Qher topics include the independent estinmate and the governnent's
contractual right to order redesign at no cost for overdesign and for
unconpensat ed redesi gn and other danages for A/E errors and deficiencies in
contract performance are addressed. Students also learn to evaluate a
contractor's professional qualifications and bi ographical information supplied in
Standard Forns 254 and 255 (the "A/E and Rel ated Services Questionnaire" and the
"Questionnaire for a Specific Project," respectively).
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Course Title: Contracting for Services Course
Priority: Recomended, Priority 3: NAF Contracting O ficer
Sponsor: U S. General Services Adm nistration

I nt eragency Training Center

Arlington, VA
Length: 1 week
Description: Course provides an overview of the unique characteristics of
conmmer ci al , nonpersonal, and consulting service contracts and the regul atory
requi renents governing them Students gain a broad understanding of the Service
Contract Act, other key |abor |aws, and governnent policies and the way these
| aws and policies affect service contract adm nistration. The inportance of a
sound work description; source selection criteria and eval uati on nethods, and
service contract admi nistration; ethical standards of conduct in the source
sel ection and service acquisition process; and procedures to reduce the
possi bility of unethical practices are reviewed. Steps to prepare a performance-
oriented work statement and a solication of services are covered

Course Title: Cost and Price Analysis ($100K) Course

Priority: Mandat ory, Priority 2: NAF Contracting O ficer

Sponsor: U S. Arny Community and Fam |y Support Center,
CFS Training Center, Falls Church, VA

Length: 1 week

Prerequisite: Nonappropriated Fund Contracting Course (Advanced)
Nonappropri ated Fund Contracti ng Course (Basic)
Description: Provi des students with an in-depth understanding of either
establishing or nodifying the price or cost of a government contract. Course
topics include contract pricing (legislative and regulatory requirenments, types
and extent of pricing, etc.); contractor cost estinmating (accounting principles
and cost accounting systens, estimating strategies, cost-volune-profit analysis,
etc.); price analysis (applications and |limtations, conducting narket research
estimating value, determning "fair and reasonable" etc.); cost analysis (cost
principles, cost and pricing data requirenents, cost anal ysis techniques,
est abl i shing cost objectives, etc.); profit analysis; contract price negotiation
and pricing problens after contract award. G aduates of this course nay be
awarded a NAF Contracting Oficer's Warrant ($100,000). Course neets al
requi renents for the equival ent APF contracting warrant.

Course Title: Defense Small Purchase

Sponsor: U S. Arny Logistics Managenent Coll ege,

Fort Lee, VA
Length: 1 week
Description: Provides a detailed study of small purchase procedures as outlined
in the Federal Acquisition Regulation (FAR) and the DoD Federal Acquisition
Regul ati on Suppl enent (DFARS). It provides a general survey of the basic

statutes and authorities governing snall purchases.

Course Title: Developing Work Statements for Negotiated

Procurement
Priority: Mandatory, Priority 2: NAF Contracting Speciali st
Sponsor: U S. General Services Adm nistration
I nteragency Training Center
Arlington, VA
Length: 1 week
Description: Course focuses on the function of the work statenment and the

net hods to wite clear, concise work statenents for negotiated procurenents with
specifications that reflect procurenent objectives. Students |learn technica
principles and techni ques and anal ysis of the job requirenents.
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Course Title: Director of Personnel and Community Activities

Course

Priority: Mandatory, Priority 2: Director, Personnel and
Community Activities/Director, Comrunity

Activities

Sponsor: US. Arny Conmunity and Family Support Center, CFS

Training Center, Falls Church, VA

Length: 3.5 weeks

Description: This course is structured in two phases. Phase | is designed for
students with linmted MAR experience and focuses on basic MAR program policies
and procedures. Phase |l is designed for experienced MAR professionals and

expl ores the MAR environnent in depth, focusing on |ong-range planning, financia
managenent, program eval uation, and devel oping a vision for the future

Course Title: Division Chiefs® (MWR) Course

Priority: Mandatory, Priority 2: Fam |y Support Chief

Sponsor: US. Arny Conmunity and Famly Support Center, CFS

Training Center, Falls Church, VA

Length: 3 weeks

Prerequisite: Community and Fam |y Support Mnagenent Course

Description: Course focuses on devel opnent of Family Support Chief's program

managenent skills as well as skills in |eading and managi ng peopl e and pl anni ng
Primary subject areas include | eadership and its inplications for followers,
human rel ati onshi ps and comuni cati on, personnel and performance nanagenent,

mar ket i ng concepts, group dynam cs, use of power and influence in the

organi zation, vision and planning, financial managenent and anal ysis, custoner

service, and tinme nanagenent.

Course Title: Effective Army Writing

Priority: Recomended, Priority 3: A

Sponsor: Local CPQ on site

Length: 1 week

Description: A study of the principles and procedures of effective witing and

their application to nmlitary comunications and the staff study.

Course Title: Effective Briefing Techniques/Presentation

Methods

Sponsor: OPM Regional Training Centers

Length: 1 week

Description: Provi des ideas on how to prepare and present ideas nore

productively in less tinme and with better success. Uses video tape, |ectures,
role playing, filns, and di scussions to enphasize techni ques of effective ora
present ations.

Course Title: Exceptional Family Member Program Manager®s

Course
Sponsor: U S. Arny Community and Fam |y Support Center
Length: 1 week

Description: I nstructs students on how to devel op and i npl enent the Exceptiona
Fam |y Menber Program (EFMP) as prescribed in

AR 608-75. Topics covered include nanagi ng your prograny EFMP nanager's job;

ti me managenent; staff recruitnment, training, and supervision; information and
referral; fam lies as advocates; establishing exceptional fam |y support groups;
sharing information about rights and responsibilities under public |aws; the
speci al education cycle; famly-find activities; respite care; and recreationa
and cul tural prograns.
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Course Title: Executive Seminar in Acquisition
Priority: Recomended, Priority 3: NAF Contracting O ficer
Sponsor: U S. General Services Adm nistration

I nt eragency Training Center

Arlington, VA
Length: 1 week
Description: Wor kshop provi des senior contract nmanagers with oversight
responsibility for federal acquisition an opportunity to |earn about the
hi storical environment that has shaped the federal procurenent process, and
di scuss with peers the current acquisition environment and rel evant issues.
Executives will identify principal problens in federal acquisition and discuss
possi bl e sol utions.

Course Title: Family Advocacy Command Assistance Team Course

Priority: Recomended, Priority 3: Fami|ly Advocacy Program
Manager
Sponsor: Heal th Sci ence Acadeny
Fort Sam Houston, TX
Length: 3 days
Description: Provi des sel ected service resprentatives an overview of how to

manage nultiple victinms' cases that occur in out-of-hone settings.
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Course Title: Family Advocacy Staff Training Course

Priority: Recomended, Priority 3: Family Advocacy Program
Manager and Youth Services Director
Sponsor: Heal th Sci ence Acadeny
Fort Sam Houston, TX
Length: 2 weeks
Description: Course covers basic information on roles and responsibilities,

dynanmi cs of child and spouse abuse, and other topics related to operations of the
fam |y advocacy program

Course Title: Family Advocacy Staff Training - Advanced Course

Priority: Recomended, Priority 3: Fami|ly Advocacy Program
Manager
Sponsor: Heal th Sci ence Acadeny
Fort Sam Houston, TX
Length: 1 week
Description: A series of 1 week courses providing training on specific topic

areas: managenent of multiple victimcases that occur in out-of-home settings,
child sexual abuse, clinical intervention, and prevention

Course Title: Family Member Employment Assistance Program
Managers® Course
Priority: Recomended, Priority 3: Fam |y Menber Enpl oynent
Assi st ance Program Managers
Sponsor: HQDA, Community and Family Support Center, Arny
Communi ty Service
Length: 1 week

Description: I nstructs students on how to devel op, inplenent, and nmaintain the
Fam |y Menmber Enpl oynent Assistance Program as prescribed in AR 608-1. Provides
state-of-the-art instruction on inprovenents to program Topics covered include
current job market trends, current research data, marketing, budgeting, how to
set up and deliver workshops and training, youth enploynment, and how to set up
and deliver job fairs.

Course Title: Fast Food/Snack Bar Skills Course

Priority: Recomended, Priority 3: MAR Managers with snack

bar responsibilities
Sponsor: US. Arny Conmunity and Family Support Center, CFS

Training Center, Falls Church, VA

Length: 1 week

Prerequisite: Community and Fam |y Support Mnagenent Course

Description: Course focuses on food operations that provide snack bar type

nmenus, including short order and daily specials. Additional enphasis is on
speci fic standardi zed reci pes and work to neet specific standards in severa
areas including safe food handling and sanitation, deep fat frying, hot and cold
sandwi ch preparation, pizza production, grilling, salad naking, soups and
conveni ence foods.
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Course Title: Food and Beverage Management Course

Priority: Mandat ory, Priority 2: MAR Managers with food and
beverage responsibilities and Managenent Trai nees

Sponsor: US. Arny Conmunity and Family Support Center, CFS
Training Center, Falls Church, VA

Length: 3 weeks

Description: Provi des hands-on training in front and back of the house

operations. After conpleting classroomstudy, the students will prepare,

garnish, and serve a variety of food and beverage nenus. Enphasis is on quality
products and services while maintaining profitability. Subjects include those
covered in DA PAMS 230-5-2 and 230-5-3 as well as sanitation, safety, nutrition
protocol, anbi ence enhancenent, and state-of-the-art equi pnent.

Course Title: Force Integration

Sponsor: Ofice of the Chief of Staff, Army, Managenent
Di rect orate (DACS- DMC) ( EAD)
Length: 1 week
Description: Know edge of the critical elenents of the force integration

processes, functions, and interrel ationshi ps by which the Arny runs.

Course Title: Golf Managers®™ Training Course

Priority: Mandatory, Priority 2: Golf Managers

Sponsor: US. Arny Conmmunity and Family Support Center, CFS
Training Center, Falls Church, VA

Length: 2 weeks

Prerequisite: Conmmunity and Family Support Mnagenent Course
Description: Course taught in conjunction with the Professional Colfers

Associ ation (PG). Instructional areas include financial nanagenent,

pur chasi ng/ recei vi ng, |ong-range market planning, grounds nai ntenance, food and
beverage operations, patron and nenber relations, etc. The course provides an
i nsight into successful and tested nethods used in the civilian and public
sectors.

282



Course Title: Information Resource Management Course

Priority: Priority 3: Specialist
Sponsor: U. S. Arny Engi neering Coll ege
Rock Island, IL
Length: 1 week
Description: Instructs attendees in the theory and energi ng applications of

i nformati on resource managenent (IRM; IRMand the federal |aw, the federal and
DoD I nformati on Resource Managenent Structures; the Arny | M organi zati on and how
it interrelates with DoD offices such as the Ofice of Assistant Secretary of

Def ense for Command Control Conmuni cations and Intelligence and Defense
Informati on Systenms Agency (Dl SA); how DoD offices interact with federal officers
such as the General Services Adnministration (GSA), Ofice of Managenent and
Budget (OwvBl), the Arnmy |RM Program (AIRMP); with the roles of the Director of
Information for Conmand, Control, Communications, and Conputers (DI SC 4),
Informati on Systems Command (1 SC), and ot her MACOVs cl osely exam ned; the
Information Mssion Area (IMA), and its changing role in the AIRW;, and Arny
Informati on Architecture (AIE) nethodol ogy, planning for, and acquisition of |MA
resources, and the effects of the Defense Managenent Report Deci sions and
Corporate Informati on Managenent (CIM. This course is designed for journeynen
and first-1line supervisors requiring a know edge of how information plays a part
in the successful acconplishnment of the organization mssion. Functiona

I nformati on Managenent O ficers (IM3s) will also benefit fromthe materia
presented. Participants should be GS-5/7 or above or a military equival ent.

Course Title: Intern Leadership Development Course (ILDC)
Priority: Mandatory, Priority 1: NAF Managenent Trai nees and

APF | nterns
Sponsor: Center For Arny Leadership, Fort Leavenworth, KS Length:

1 week

Description: I ntroduces operational concepts and organi zati onal structure of

the Arny; provides instruction in and application of |eadership doctrine and
conpet enci es, including professional ethics, managenent technol ogi es, planning,
deci si on naki ng, technical and tactical conpetencies, team devel opnent, teaching
and counseling, supervision, and comunications.

Course Title: Introduction to ADP

Sponsor: OPM Regional Training Centers
Length: 1 week
Description: Covers application requirenents, automated systens devel opnent,

user - manager roles, information requirenents analysis, and design of reports.
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Course Title: Introduction to Contracting

Priority: Recomended, Priority 3: Entry NAF Contracting
I nformation Services Oficer
Sponsor: U S. General Services Adm nistration

I nteragency Training Center

Arlington, VA 22215-0608
Length: 1 week
Description: Provi des overvi ew of the acquisition process and its goals, the
functions and steps in the procurenment process and the primary business issues
related to each function, the elenents of a contract, and the basic statutes and
regul ations that control contracting. |Instruction explains the acquisition-
related roles of the legislative, executive, and judicial branches of governnent,
and the roles and responsibilities of contracting officers, other contracting
personnel, requirenments managers, contracting officer representatives, and other
interested parties. Students are taught about standards of conduct that apply to
the acquisition process.

Course Title: Introduction to Financial Management

Sponsor: OPM Regional Training Centers
Length: 1 week
Description: Provi des overvi ew of functional areas of financial managenent,

budgeting, accounting, internal control, and nanagenent services. Case naterials
gi ve experience in summarizing, analyzing, and reporting financial results.

Course Title: Introduction to Program Evaluation

Sponsor: OPM Regional Training Centers
Length: 1 week
Description: Presents nethods for identifying pieces necessary in an

eval uati on, applying a systematic approach to evaluation and structuring an
action plan, and identifying and appl ying appropriate data gathering and anal ysis
t echni ques.

Course Title: Labor Negotiations Seminar

Priority: Mandatory, Priority 2: Senior MAR Managers

Sponsor: Cvilian Personnel Training Center, Lancaster, PA

Length: 3 days

Description: A "hands-on" sem nar that includes negotiation strategy and

preparations, scope of bargaining, and the negotiation process. The mgjor
portion of the seminar is a nock negotiation session in which the students
represent nmanagenent agai nst experienced uni on negotiators at the bargaining
tabl e
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Course Title: Labor Relations Symposium for Supervisors and
Management Officials

Sponsor: OPM Regional Training Centers
Length: 2 days
Description: Presents tough issues and conpares participants' views. Analyzes

current thinking of managers and top adnministrators in public sector |abor
relations. Discussion under guidance of staff of OPM Federal Service |npasses
Panel, universities, Federal Mediation and Conciliation Service, Federal Labor
Rel ati ons Authority, arbitrators, and agency experts in |abor nanagenent

rel ations.

Course Title: Leadership Development Program - Center for
Creative Leadership (CCL)

Priority: Mandat ory, Priority 1: New NAF 6

Location: Center for Creative Leadership, G eensboro, NC

Length: 6 days

Description: To provide a forumin which to assess one's personal abilities and

attitudes in order to increase effectiveness, productivity, and | eadership
skills; to increase the notivation and ability to set and achi eve organi zati ona
and personal goals; to stinmulate continuing personnel and career growh through
sel f-directed devel opnent; to inprove managenent skills; and build confidence in
personal | eadership strengths/style

Course Title: Leadership Education and Development (LEAD)

Priority: Mandatory, Priority 1: New Supervisor

Sponsor: Center for Arny Leadership, Fort Leavenworth, KS

Length: 1 week

Description: Provides instruction in and practical application of |eadership

doctri ne and conpetencies, including professional ethics, counseling skills,
communi cati ons, group devel opnent theory, team building, notivation, problem
sol ving, and deci si on maki ng

Course Title: Management School

Priority: Mandat ory, Priority 2: Supervisor, Bowing
Equi pnrent Repairer
Sponsor: Brunswi ck Bowling and Billiards Corp
Muskegon, IL
Length: 6 days
Description: Conbi nes experience in the bowing industry with nodern nanagenent

techni ques in marketing, human rel ations, accounting, and planning. Topics also
i ncl ude Market Devel opnent, Physical Plant Mintenance, Financial Controls,
Center QOperation, Food and Beverage Managenent, Human Rel ations, and Strategic
Pl anni ng
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Course Title: Manager Development Course-Correspondence

Priority: Mandat ory, Priority 1: New Manager

Sponsor: Arny Institute for Professional Devel opnent, U. S

Arny Training Center

Description: Provi des instruction in understandi ng of organizational culture;

ti me managenent techni ques; internal managenent controls; problem solving;
communi cations; Arny Environmental Program Pl anning, Programm ng, and Budgeting
System conputer applications, understandi ng professional ethics; and equa

enpl oynent opportunity.

Course Title: Military Financial Counselor Course

Priority: Priority 2: New and Seni or Consuner
Affairs/Financial Assistance Program Manager

Sponsor: Uni versity of Georgia, Fort Benning, GA and
Col unbus, GA, Consuner Counseling Service

Length: 5 days

Description: Course is divided i nto workgroups; one each for begi nner and
advanced counsel ors. Begi nner section acquai nts new counselors with basic
techni ques in financial counseling, howto establish a financial and debt
managenent program problem solving, and consuner fraud. Advance section
addresses financial planning, advance counseling techniques, stress managenent,
retirement planning, consuner fraud, networking with other consunmer and financia
counsel i ng agenci es.

Course Title: Nonappropriated Fund Contracting Course (Advanced)

Priority: Mandat ory, Priority 2: Entry NAF Contracting

Sponsor: US. Arny Conmunity and Famly Support Center, CFS

Training Center, Falls Church, VA

Length: 2 weeks

Prerequisite: Nonappropriated Fund Contracti ng Course (Basic)

Description: Provi des students with an in-depth understandi ng of contract

el ements, agency | aw, standards of conduct, and ratification procedures.

Fam liarizes students with solicitation and negotiation techni ques, request for
guot ati on and request for proposal processes, application of contracting pricing
and anal ysis techni ques, and the applicability of sealed bidding with respect to
NAF procurenent. Graduates of this course may be awarded a NAF Contracting

O ficer's Warrant (NTE $25, 000/ $50, 000) .
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Course Title: Nonappropriated Fund Contracting Course (Basic)

Priority: Mandatory, Priority 2: Entry NAF Contracting and
Mar ket i ng Speci al i st
Sponsor: US. Arny Conmunity and Family Support Center, CFS
Training Center, Falls Church, VA
Length: 1 week
Description: Fam liarizes the students with NAF Contracting policies,

procedures, regulations, and proper use of correct forns. Students will gain an
under st andi ng of NAF acquisition responsibility and authority, distinguish the
various types of nethods, and understand the duties and responsibilities of al
parties involved in the purchasing and contracting process. Gaduates of this
course may be awarded a NAF Contracting Officer's Warrant (NTE $5, 000).

Course Title: Operational School

Priority: Mandat ory, Priority 2: Bow ing Equi prent Repairer
Sponsor: Brunswi ck Bowling and Billiards Corp
Muskegon | L
Length: 5 days
Description: O fers classes on the Conmand Network and Bowl er Vi sion systens.

Courses are designed to establish an in-center "expert" who knows the features
and benefits of the systens and can train enpl oyees on an on-goi ng basis.

Course Title: Organizational Leadership for Executives (OLE)

Priority: Mandat ory, Priority 2: New Manager

Sponsor: Center for Arny Leadership, Fort Leavenworth, KS

Length: 2 weeks

Description: To identify, explain, and denobnstrate the | eadership skills
required to performat the key manager |evel. Assists nmanagers in | ooking beyond

daily activities to assessing and interpreting the external environment, the
organi zation, the |eadership process, the need for subordinate devel opment at al
| evel s, and the need for continuing self-devel opnment. Topics include devel oping
strategies for organi zati onal excellence, influencing subordinate perfornmance,
managi ng i nnovati on and change, di agnosing systemnic problens, and buil di ng
excel l ence into the | eadership team

Course Title: Personnel Management for Executives (PME)

Priority: Mandat ory, Priority 2: New Manager
Sponsor: Arny Center for Cvilian Human Resource
Managenent, Regional Sites
Length: 1.3 weeks
Description: To stinulate nmanagers to nore effectively manage hunman resources

and i nprove hunman resources skills through extensive use of case studies,

wor kshops/ wor k groups, and informal assessnment. The course provi des nmanagers an
opportunity to better understand currently held views, assunptions, values and
behavi or patterns and then to chose, if any, changes they need to nmake to i nprove
managenent skills.

Course Title: Personnel Management for Executives 11 (PME 11)

Priority: Recomended, Priority 3: Manager
Sponsor: Arny Center for Cvilian Human Resource
Managenent, Regional Sites

Length: 1.3 weeks

Prerequisite: Mist have attended of PME | at |east 2 years

prior to the date of PME |

Description: PME |1 explores the various di nensions of |eadership and human
resource managenent and reinforces and builds on the human relations skills
devel oped in PME
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Course Title: Planning, Programming, Budgeting System, and
Execution System (PPBES)

Priority: Recomended, Priority 3: Financial Managenent and

Budget Anal ysts
Sponsor: U.S. Arny Finance School, Fort Benjamn

Harrison, IN

Length: 1.4 wks
Description: Provides training in resource nanagenent organi zation and
functions, review and anal ysi s, manpower nanagenent accounting, budgeting, and
internal control. Students identify key docunents and tine sequences for PPBES,

principles, rules and procedures for appropriated funds, fund fl ow from Congress
to user, conponents of the Arny's manpower nanagenent system and apply
obligation principles and rul es.

Course Title: Relocation Assistance Manager®s Course

Priority: Mandatory, Priority 2: Relocation Assistance
Pr ogr am Manager
Sponsor: Maxwel | Air Force Base
Mont gonery, AL
Length: 2 weeks
Description: Instructs students on how to devel op and i npl enent the Location

Assi stance Program as prescribed in 10 U.S.C. 1056 (f) and DODI 1338.19. Topics
covered include nobility, history and theory; change managenent in the nobile
mlitary lifestyle; |eadership; community resources and information; relocation
aut onati on; relocation assistance program nanager's job; program eval uati on and
accountability; conducting briefings, education workshops, and training;

rel ocation vol unteer managenent; marketing and advertising; unit |iaison

rel ocation assi stance coordinating conmttee; contract nanagenent; custoner
service; client consultation; client action planning; client follow up; services
for waiting famlies; cultural adaptation and re-entry; policy and program
trends.
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Course Title: Resource Management Introductory

Sponsor: U.S. Arny Finance School, Fort Benjamn
Harrison, IN
Length: 1 week
Description: Presents basi c understandi ng of PPBES. Topics relate to resource

managenent, organi zation and functions, and how the Arny operates. Traces the
flow and receipts of funds to the installation |level and the purpose of funding
al | owance/ aut hori zati on docunents. Shows what a budget is, howit is used, and
the functions of an activity chief in fornulating and preparing an activity
budget. Includes the basic features of STANFINS and its interfaces with other
aut onat ed systens. Al so includes nanagenent survey process, managenent anal ysis,
fiscal integrity of governnent prograns, internal controls, annual interna
reviews, and the role of the resource manager in review and anal ysis of
installation operations.

Course Title: Senior Service College - Army War College (AWC) -
Resident

Priority: Conpetitive Devel opnent: Seni or MAR Managers

Location: Carlisle Barracks, PA

Length: 10 nont hs

Description: Prepares selected mlitary officers and civilians for senior

| eadership responsibilities in a strategic environnment during peace and war. AWC
studies the role of |andpower, as part of a joint or conbined force, in support

of the U S. national mlitary strategy. The curricul um enphasi zes theory,
concepts, systens, and the national security decision-naking process. The AW
teaches, through numerous case studi es, exercises, and war ganes. The student
sem nar group is the fundanental |earning vehicle at the school

Course Title: Senior Service College - Army War College -
Corresponding Studies (AWCC)

Priority: Conpetitive Devel opnent: Seni or MAR Managers

Location: Carlisle Barracks, PA

Length: 2 years

Description: Denmands consi derabl e dedi cation to study, requiring the conduct of

critical analyses and the preparation of nunmerous papers on conplex nationa
security and defense issues. The AW Studies course curriculumclosely
parall el s the AWC Resident course, and graduates are awarded the sane di pl oma and
receive the sane Mlitary Education Level designator on their records. The
Correspondence Studies course participant nmeets course requirenments through
personal initiative and comm tnent on his/her own tine, except for the 22

resi dent academ ¢ days required at mdcourse and end-of-course periods. The
correspondi ng students' acadenmi c requirenments nust be integrated with civilian
prof essi onal requirenents.
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Course Title: Senior Service College - Industrial College of the
Armed Forces (ICAF)

Priority: Conpetitive Devel opnent: Seni or MAR Managers

Location: Fort Lesley J. McNair, Wshington, DC

Length: 10 nont hs

Description: Prepares selected mlitary officers and civilians for senior

| eadership and staff positions by conducting executive-level courses of study and
associ ated research dealing with the resource conponent of national power and its
integration into national security strategy for peace and war. The curricul um
focuses on, broad-based national security environnment. The curricul um consists
of courses presented in a case nethod, conplenented by extensive student reading,
witten and oral presentations, classroomanalysis, |lectures by faculty nmenbers
and prom nent outside authorities, and a field study program

Course Title: Senior Service College - National War College

(NWC)
Priority: Conpetitive Devel opnent: Seni or MAR Managers
Location: Fort Lesley J. McNair, Wshington, DC
Length: 10 nont hs
Description: Conducts senior-level instruction in national security strategy to

prepare selected nmlitary officers and federal officials for high-level policy,
command, and staff responsibilities. NWC focuses on national security policy and
strategy with a joint nmultiservice perspective. The curriculumis designed to
expand and deepen students' know edge of national security nmatters and to sharpen
their analytical skills

Course Title: Strategic Planning

Priority: Recomended, Priority 3: Senior MAR Managers
Sponsor: U. S. Arny Managenent Engi neering Coll ege,
Rock Island, IL
Length: 3 days
Description: Presents conceptual overview of statistics. |Illustrates the many

and varied uses of statistics, principles, and nethods of data collection,
sanpling, data anal ysis, managenent control systens, and pitfalls of statistics.
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Course Title: Supervisor Development Course-Correspondence

Priority: Mandat ory, Priority 1: New Supervi sor

Sponsor: Local CPO on-site supplenent. Course is also offered in conputer-
based format through Interact.

Length: 1 week

Description: Teaches new supervisors the personnel nmanagenent know edge

necessary to function within their supervisory scope of responsibility. Subjects
i nclude job classification and position nmanagenent, al cohol and drug prevention
and control program work scheduling and | eave admi nistration, recruitnment and
sel ection, training and career devel opnent, adm nistration of discipline,

gri evances, recognition of enployees, equal enploynent opportunity, sexua
harassnent, |abor relations, and perfornmance apprai sals.

Course Title: Supplemental Program Services and Family Child
Care Director®s Course

Priority: Mandat ory, Priority 2: Famly Child Care System

Program Manager and Suppl enental Prograns and Servi ces

Pr ogr am Manager s
Sponsor: US. Arny Conmunity and Family Support Center, CFS

Training Center, Falls Church, VA

Length: 2 weeks
Prerequisite: Conmmunity and Fam |y Support Mnagenent Course
Description: Course focuses on basic nanagenent skills necessary to inplenent

and nanage Suppl enmental Program Services and Family Child Care Program on an
installation. Enphasis is placed on organization, procedures, and regulatory
requirenents: fire, safety, health and nutrition; observation, interview ng, and
f eedback; financial and personnel managenent; central enrollnent and referral
parent invol vement and education; marketing, and comunication

Course Title: Total Quality Management for Executives

Priority: Recomended, Priority 3: Senior MAR Managers
Location: U S. Arny Managenent Engi neering Coll ege
Rock Island, IL
Length: 2 days
Description: This course is based upon the basic principles and objectives of

TQM as directed by the DoD. Topics include the DoD Total Quality Managenent
Master Plan and other official guidance, the need for and awareness of quality
i mprovenent, discussion of the quality |eaders, the cost of poor quality,
organi zing for TQM culture change, setting |ong-range goals, and establishing
strategies to achi eve TQM obj ecti ves.

Course Title: Writing Effective Budget Justification

Priority: Recomended, Priority 3: Program Managers

Sponsor: Local CPO

Length: 3 days

Description: Shows how to organi ze budget infornmation, enphasize program goal s,

and wite the final product.

Course Title: Youth Coach®"s Certification Course

Priority: Mandat ory, Priority 2: Youth Sports Program
Manager
Sponsor: Nat i onal Youth Sports Coaches Associ ation
Ol ando, FL
Length: Sel f - paced
Description: Course focuses on basic fundanental s of understandi ng and coachi ng

youth for a wi de-range of sports and yout h-age groups (6-18). Topics include
sporting fundanmentals relative to each sport and the characteristics of youth
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relative to their age and the sport they are participating in. Qher topics
i nclude sports certification, programdelivery, and preparation requisites for
coachi ng and working with youth

Course Title: Youth Services Director®s Course

Priority: Mandat ory, Priority 2: Youth Services Director

Sponsor: US. Arny Conmunity and Family Support Center, CFS

Training Center, Falls Church, VA

Length: 2 weeks

Prerequisite: Community and Fam |y Support Managenent Course
Description: Course focuses on Arny-specific Youth Services Programissues,

personnel and staffing, abuse/neglect, program planning, nanagenent of human and
financial resources, and customer service

CORRESPONDENCE COURSES:

Course Title: Accredited Financial Counseling Program -

Correspondence
Priority: Priority 1, Mandatory
Sponsor: Accredi ted Financial Counselor Program The

Associ ation for Financial Counseling and Pl anni ng
Associ ati on, Box 41162, Texas Tech University,
Lubbock, TX 79409-1162

Length: Self-Pace (Normally conpleted in 1 year tine
frane or shorter).
Description: Accreditation program designed to certify mlitary financia

counsel ors and financial educators. Accreditation process requires the
conpl etion of two courses; a course in personal finance and a course in financia
counseling. At conpletion of each course candi date nust take a witten exam

Personal Finance course includes an in-depth analysis of financial services, cash
managenent, insurance, investnents, retirenent and estate planning. Financia
Counsel i ng course covers counseling concepts, budgeting, debt reduction
collection policies and practices, bankruptcy, and governnment assistance

progr ans.

Course Title: Al cohol and Drug Abuse Prevention and Control Sponsor:
The Arny Institute for Professional Devel opnent US. Arny
Trai ni ng Support Center,

Newport News, VA
Course Number: |S1261 (|S0238)
Description: This course is designed to acquaint the individual with the
Depart ment of Defense (DoD) and Departnment of the Arny (DA) policies and prograns
for drug and al cohol abuse. The scope includes policy, philosophy, prevention
identification, referral, screening, rehabilitation, and | egal aspects of drug
and al cohol abuse prevention. It provides information on abused drugs, who
abuses them and approaches for drug abuse prevention and control prograns.

Course Title: Analyzing NAF Financial Statements

Priority: Mandatory, Priority 2: Financial Mnagenent and
Budget Anal yst
Sponsor: U S. Arny Sol dier Support Institute Finance

School, Fort Benjamin Harrison, IN
Course Number: Fl 2002
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Prerequisite: Fl2024 and FI 2000

Description: Fi nanci al anal ysis of nonappropriated fund (NAF) operations using
i nconme statenents, bal ance sheets, and governing regul ations. Calculations

i nvol ved include conparative percentages and ratios related to inventory
turnover, net incone, sales, cost-of-goods sold, and expenses.

Course Title: Army Fiscal Code
Sponsor: The Arny Institute for Professional Devel opnent

U.S. Arny Training Support Center,

Newport News, VA

Course Number: Fl 0752

Description: Course is designed to teach the individual principles and policies
governing the Arny Managenent Structure and the use of fiscal code in
accunul ati ng and cl assi fyi ng expendi tures and col | ecti ons.

Course Title: Basic NAF Accounting

Priority: Mandat ory, Priority 2: Financial Managenent and
Budget Anal yst
Sponsor: U S. Arny Sol di er Support Institute Finance

School, Fort Benjamin Harrison, IN
Course Number: FI 0710
Description: Covers the basic elenments of the double entry system of
accounting, basic itens, procedures, definitions, and principles used in the
nonappropriated fund accounting area
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Course Title: Budgeting for Morale, Welfare, and Recreation

Operations

Priority: Mandatory, Priority 2: Financial Mnagenent and
Budget Anal yst
Sponsor: U S. Arny Sol dier Support Institute Finance

School, Fort Benjamin Harrison, IN
Course Number: Fl 2004
Description: Descri bes the various budgets prepared by the installation norale,
wel fare, and recreation fund and docunents required for their support.

Course Title: Controlling Central Accounting Division Operations

Priority: Mandat ory, Priority 2: Financial Managenent and
Budget Anal yst
Sponsor: U S. Arny Sol dier Support Institute Finance

School, Fort Benjamin Harrison, IN
Course Number: Fl 2024
Description: Interrel ati onshi ps of the basics of nonappropriated fund ( NAF)
prograns with financial managenent. Topics discussed include categories of NAF
activities, integrated managenent concept, principal budgets, central accounting
di vision structure and functions, and duties of the Central Accounting Oficer.

Course Title: Effective Army Writing
Sponsor: U S. Arny Sol dier Support Institute, Fort
Benjam n Harrison, IN
Course Number: AG0028
Description: A study of the principles and procedures of effective witing and
their application to nmilitary comunications and the staff study.

Course Title: General Fund Accounting
Sponsor: The Arny Institute for Professional Devel opnent
U.S. Arny Training Support Center,
Newport News, VA
Course Number: FI 0740
Prerequisite: FI0752

Description: The course is designed to teach the individual the fundanentals of
CGeneral Fund Accounting. It is one of a series that deals with topics in
governnental accounting. Instruction includes financial managenment organi zation

and policies, general accounting principles and rules, as well as CGeneral Fund
Accounting concepts needed by Departnment of the Arny accounting personnel at the
installation |evel.
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Course Title: Internal Control System
Sponsor: US Arny Sol di er Support Institute, Fort Benjanin

Harrison, IN
Course Number: Fl 2034

Description: Course is designed to acquaint the individual with the interna
control process. It includes a discussion of the potential for fraud, waste, and
abuse in governnment operations and the use of corrective actions and review in
conbating fraud, waste, and abuse. Also included is a discussion of how interna
control procedures are related to comercial activities and what

net hods/ procedures you woul d take to conplete an ICR checklist for a comercia
activities decision

Course Title: Introduction to Nonappropriated Funds and Central
Accounting OFffice Operations

Priority: Mandat ory, Priority 2: Financial Managenent and
Budget Anal yst
Sponsor: U S. Arny Sol dier Support Institute Finance

School, Fort Benjamin Harrison, IN
Course Number: FI 0708
Description: This course is designed to acquaint the individual wi th sources of
fundi ng support for Nonappropriated Fund Instrunmentalities (NAFIs), categories of
NAFl s, duties of key personnel involved in the adm nistration of NAFls, and
Central Accounting Division (CAD) operations.

Course Title: Planning, Programming, Budgeting, and Execution

System

Priority: Recomended, Priority 3: Financial Managenent and
Budget Anal ysts

Sponsor: U S. Arny Sol dier Support Institute Finance

School, Fort Benjamin Harrison, IN
Course Number: Fl 2028
Description: Exam nes phases of the Arny's PPBES fromthe standpoint of
pur pose, personnel involved, stages within phases, and the different docunents
that flow fromeach phase. Al so discusses the program budget cycles.

Course Title: Preparation for Writing

Sponsor: U S. Arny Sol dier Support Institute, Fort Benjanin
Harrison, I N
Course Number: AR0120
Description: An expl anati on of the need for inproving Arny witing; definition

of effective witing; techniques to help the witer organi ze his thoughts and
define his problem his purpose, and his reader; the steps involved in naking an
outline; organizing topics and subtopics into |ogical order; the basic patterns
of witing organization; the steps involved in problemsolving; and a practica
exerci se involving the solving of a typical Arny adm nistrative problem

Course Title: Preparing NAF Financial Statements

Priority: Mandatory, Priority 2: Financial Mnagenent and
Budget Anal yst
Sponsor: U S. Arny Sol dier Support Institute Finance

School, Fort Benjamin Harrison, IN
Course Number: Fl 2000
Description: Identifies format and the itens used in an incone statenent and
bal ance sheet, what accounts you can |ist under different parts of both, and how
to prepare both docunents
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Course Title: Preparing Written and Oral Financial Statement
Analysis
Sponsor: U S. Arny Sol di er Support Institute Finance
School, Fort Benjamin Harrison, IN
Course Number: FI 2003
Description: Teaches how to prepare a witten narrative and oral briefing
di scussing the financial trends inplied by the statenents.

Course Title: Understanding How the Army Runs
Sponsor: U S. Arny Sol dier Support Institute, Fort Benjanin

Harrison, IN
Course Number: AG 1020
Description: This course is designed to acquaint the individual wth key
concepts, systens, policies, and procedures used in building and sustaining a
vi abl e nodern force
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